Customer (See Note 1)

Identify
requirement

Aircraft/
metrology or

explosive related
item(s)?

~No

Submit information to

quality assurance for

quality requirements
definition

(See Note 4, Page 8)

Hazardous
material?

Submit information to
Safety, Health and
Environmental
Quality Office for
quality requirements
definition
(See Note 4,
Page 8)

\{

IT Purchase?
(See Note 2)

—No

Prepare DFRC 133
per instructions
attached to form

Chief Information Officer

CREDIT CARD PURCHASES
BY NON-CONTRACTING AND CONTRACTING
OFFICE PERSONNEL

Dryden Flight Research Center
DCP-A-007
Revision: B

Objectives:

-to procure products for requesters

-to ensure credit cards are used when possible

-to monitor the procurement process

-to ensure compliance with the Federal Acquisitions Act

-to ensure quality requirements are levied on vendors

-to ensure that hazardous materials are purchased under controlled conditions

Electronically Approved by:
Associate Director

Note 1:

The Customer and the Card Holder may be the same
person.

Note 2:

Information Technology (IT) purchase may include
one or more of the following:

-computers

-software

-telecommunication equipment

Note 3: Card Holder File

File contents shall include:
-Authorization Letter
-Statement of Training

-Monthly bank statement copies
-Purchase Order (DFRC 31)
-Log Sheet (DFRC 20)

File contents may include the following as required
by type of purchase:

-IT Waiver Request (DFRC 133)

-Quality Assurance forms

-Representation & Certifications

-Terms & Conditions

-Disputes form copies

-abstract of quotes

Card Holder

Receive DERC 133
and file in Card
Holder file
(See Note 3)

-receiving documents

-Amendment of Solicitation/Modification of Contract
(Standard Form 30)

-CF-1/Mods (copies)

Contractor

Funding
available and
authorized?

Available at
store stock?

Yes
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Send items to
requester
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Card Holder

Requireme

less than
$2,500?

Yes

Order items from
GSA or vendor &
annotate Credit
Card Purchase Log

v

Verify no tax is
applied

Receiving
Warehouse

YeSj

Accept, inspect,
tag controlled items
Yes P and deliver to the
credit card holder

No *

Enter controlled
item in database

vy

Deliver the item to
the requester and
retain shipping
documents

Shipping
required?

Controlled
item?

Customer

Acceptable?

Complete Contact vendor
Receiving and/or credit card
Document and P company to resolve
return to the Credit any issues
Card Holder

ALL DOCUMENTSON THISSITE
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Retain Order
Documents and
upon receipt of
Statement from

credit card
company compare
statement against
retained Order
Documents
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Card Holder
File copy of receipts
and statement in the
Card Holder file
) (See N.oFe 3) anq
sen(:j ortlgtlnal crteilt Approving
card statemen Official
receipts to
Approving Official
Review and
P approve the
reconciliation
* No Approve?
Return to Card Yes
Holder to resolve
issues
Sign credit card
statement
Send the Credit
Card Statement to
Financial
Managementt for Financial
paymen Management

Pay on the Credit
Card Statement
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Customer
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Prepare DFRC 31

For services?

Prepare Statement
of Work

v

Forward DFRC 31
and Statement of
Work to Resource
Specialist -
pe(“,la B Resource Specialist

Determine funding
Forward DFRC 31 and forward
to Resource ———p» DFRC 31 and
Specialist Statement of Work
if for services

PR for
additional
funding?

No

Yes Financial Management
Office Certifying Officer
Submit DFRC 31
Do . ————pp{ Commit the funding,
management office sign off on DFRC 31,
certifying officer

31 and/or Statement
of Work to contract
management office

and forward DFRC
—»
>

Submit DFRC 31 to
Quality Assurance

Contract Management

Office for quality ‘ Office Supervisor
b requirements v
definition

(See Note 4, page 8)

Assign purchasing
task to contract
specialist
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Contract Specialist DCP-A-007
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Hazardous
material?

Yes

Services
Administration
hedule (GSA)?

Submit DFRC 31 to
Safety, Health and
Environmental Quality
Office for quality

requirements *

Contact Small
Business Specialist
for vendors

definition
(See Note 4, page 8)

Receive request for

quotation from
* vendors
Submit DFRC 31
to Financial
Management

Credit card
accepted?

Assign purchase
order number from
Purchase Order
Log

Use previously
assigned purchase
order number and

award to vendor
based on <+
ability to meet
requirements and
price

Select GSA
vendor(s) from
customer D —
suggestion or
Acquisition Office
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Contract Specialist
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Use previously
assigned purchase
order number and
award to vendor
based on
ability to meet
requirements and
price
File original
Purchase Order
following
Management
System Record
Matrix
* Receiving
Forward copies of Warehouse
Purchase Order to
vendor, resource Accept, inspect,
) specialist, financial ) tag controlled items
management and deliver to the
office, receiving credit card holder
-~ ®» warehouse, and
customer *
Enter controlled
item in database
Customer v
Deliver the item to
Acceptable? > o the customer and
retain shipping
documents
Complete Resolve problem by
Receiving contacting vendor
Document and p and/or credit card g
return to the Credit company. to resolve
Card Holder any issues

v

Retain Order
Documents in
Credit Card file and
upon receipt of
Statement from
credit card
company compare
statement against
retained Order
Documents and
send to approving
official
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Approving
Official

v

Review and
approve the
reconciliation

Approve? No

Yes

Sign credit card
statement

v

Send the Credit
Card Statement to

Financial
Financial Management Managementt for
Office Certifying Officer paymen
Pay on Credit Card
Statement
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Note 4
Important

Refer to either Quality Assurance or Safety, Health
and Environmental Quality Office for a requirements
assessment prior to the item(s) being purchased

Iltems requiring quality assurance approval

-Equipment repaired by an outside contractor
-Equipment repaired by an in-house contractor
-Chemicals and hazardous materials
-Paints

-Solvents

-Adhesives

-Inks

-Cleaners

-Compressed gases

-Electrolytes

-Film processing materials

-Metal angles

-Metal bars

-Metal beams

-Metal forgings and extrusion
-Metal sheets

-Metal spools

-Wire

-Transmitting equipment
-Explosive devices

-Breathing oxygen gas/liquid
-Crimpers

-Wire strippers

-Test equipment

-Power supplies

-Calibrated tools

-Controllers

-Gauges

-Torque devices

-Flight equipment

-Flight items (aircraft components)
-Flight related electronic hardware
-Hoses

-O-rings

-Seals

-Batteries

-Film

-Screws

-Bolts

-Rivets

-Fasteners

-Composite materials

-LOX compatible parts/cleaning/lubrication

Send the PRs to industrial safety when the
following are required:

-Material Safety Data Sheet (MSDS)
-Certification of Serviceability (Q10)

-certificate of analysis

-identification and traceability markings and heat
treatment

-continuous wire spools:

-transmitting equipment:

-items being repaired in-house by an outside
contractor
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DOCUMENT HISTORY PAGE Vel
This page is for informational purposes and does
not need to be retained with the document.
DATE APPROVED ISSUE PAGE AMENDMENT DETAILS
1/6/99 Baseline
2/22/99 Rev A 1 Modified signature block from "Approved" to "Electronically Approved by" and deleted
duplication in the objectives.
4/16/99 Rev B All Page 1: Added Notes, modified "Customer" activities, added first block of "Card

Holder", changed "Information Technology Representative" to "Chief Information Officer" and added second block. Page 2 & 3: Modified "Card
Holder" activities. Page 6: Changed "Contractor" to "Receiving Warehouse" and modified last block of "Contract Specialist”. Page 8: renumbered

original Note 1 to Note 4.



